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I-SUITE 

4.10 –ITS: WORKING WITH PERSONNEL AND EQUIPMENT SEARCHES 

 

OBJECTIVES 

Upon completion of this unit, the trainee will be able to: 

1. Perform personnel and equipment searches. 

2. Sort data elements by column heading. 
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I. INTRODUCTION: 

A. Perform personnel and equipment searches. 

B. Sort data elements by column heading. 

II. EXERCISES 

A. To perform personnel and equipment searches. 

1. Click the Personnel Search button or the Equipment Search button. 

2. Locate the column heading that identifies the data element for your search. 

3. To narrow your search, click in the blank cell above the column heading 
of your choice, type the first several characters of that data element, and 
then press TAB. 

B. To clear your search criteria. 

1. Click the Trash Can. 

C. To sort data elements by column heading. 

1. Click the Personnel Search button or the Equipment Search button. 

2. Locate the column heading that identifies the data element you want to 
sort, and then double-click that column heading title. 
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